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Relatiensnhip hetween

= New administrative technologies ofi early: 20
CEntuKry.

and

x Office Management reform; movement of
19105 and 1920s
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New Office Tiechnology,
popularzead 1890-191.0

N/pewriters
Bookkeeping machines
Dictating machines
Vertical files \

Adding machines L V)
Addressing Vachines POOODOODD
Calculating VMachines CaentmaRI>
Punched! card machines
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1z Tihe Office Vanagement
Viovemeni



The Office: Management Viovement

Orginated i 191.0s

m Elrst US textieok on office. management ¢. 1914

x Nationalf OfficerManagement Association ielnded
1919

Recreation of “head clenk” as powerfull executive

s Use of “scientific” and “systematic” technigues by
EXPErts

a Reaction to Infiux: eff Wwoemen to clencal pests?

Related te

a [ncreasing scale: off American BUSINESS

a Systematic/Scientific Management moevement
s Personnel management movement
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How much can Leffingwell
save you?

THIS IS IIIS GUARANTER:
With an affice farce of Saving
B 9 persons 10 per cent of your Lime
10— 24 L 15 per cent of your payraoll
25— 0 “ 17 per cent of your payrsll
100—1000 &« . 20 per cont of your payroll

These figures zoe meant to be taken Hterally. They are
a conservilbive estimate by Mr. W, H, Leffingwe i
dent, W. H. ingwell Company, efficiency

of the savings which you can expect from the ap

tion of his methods to your office work.

“Too good to be true,” you may say, But when wou

er that he decreased the payroll tlf'[ an Illinois con-

%, that ke cut the force of one department of an

Ohio concern from 25 to 5 employvees, that be has effect-

ed wonderful economies in concerns facing practically

all kinds of conditions, isn't it worth while at lease 1o

investigate these claims, especially when it costs you
nothing?

WEHL Leffingwell

From an advertisement used to
promote Leffingwell’s 1917 book
Scientific Office Management

olegy versus Trechnocracy



Leffingwell’s System

Explicitly: derived frem TFaylorism
a Careful layout of office, fier efficient flow: of Werk.

s Division: off tasks| Intes simple UnIts;, sclentific
measurement and analysis of each part te determine
“tiie ene best way’.

a Standardizauien ofi all precedures;, ferms;, Ietters;
equipment: and persennel (test & train)).

a Use ofi apprepriate: machines and equipment te
maximize efficiency, of each task.

x Payment of preduction henus INCENtIVES to
supplement salaries.
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41 WAYS TO SAVE TIME
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THIS CLERK'S OUTPUT WAS TRIPLED

In eren so stmple an operalion as opening mail there is a right and a wrong way. Mr.




Historical Treatment |

Labor & Secial Histeny.

s Large literature en Wemen: & office Work
Davies;, Strom,, Rotella, Eine

s Leffingwellfand “layliernzation™ fieature
prominently:

Departure point IS Harmy: Braverman. Links
s Deskilling anal degradation: ofi clerncal Weork

x Feminizauion; of clercalwork

s Vechanization of clericall Welk
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Historical Treatment |1

BUSIRESS history: Rise ofi BIg BUsIness
s Systematizationras crucial managesial teo)
New: cemmunication technolegies cruciall (Yates)

s Importance: of new class of middle
management (Chandler)

Ireatealas fiairly: hemegenous (Zunz)

19-Jun-2004, BHC Technology versus Technocracy. 10



The Executive Office Vianager

Figure 6: Chart showing relationship of office to other major depariments

of o businass
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Laying Claim to) Organizational
Design

e strain put tpen the officeractivities had
ferced the: management te remoadel
completely the erganization - 1N respense. te
NECESSItY.”

Galloway, Ofiice Management: ItsiPrinciples and Practice (Pageri6)
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25 WiyrAnalyticall Eindings



VY Data

Prmanly frem 1930-31 \Wemenrs Bureau Surnvey,

s Orginal netes from detaleadl visiis
Questions on machines used
Questions on ofifice & personnel management

Ol large: officesiin New:York and Phladelphia
m Mean size: 580 clerical Workers
n Office woerkiorce 43% female

m Sernvice sector firms
Insurance, Utility, Publishing), Bank, Investment
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My Eindings: TTechnelogy.

Office: Machinesiwidely used

a Beokkeeping: 74%

s Calculatingl e Adaing: 80%

a Dictating: 60%

s Addressing: 65%

Many: Wemen| employed as machiine operators

n OfF 22,6817 wWomen
2,620 typists
2,015 boekkeeping/adding/calculating| Gperators
543l telephone eperators

Larger firms muchi less feminizead

19-Jun-2004, BHC Technology versus Technocracy.
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My Eindings: Management

At least one third had an “efifice manager*
Off Woemen's bureau sample, proportion with
u  Any/ clerks enrincentive. pay: 9%.
a Fommal traming| eif any. clerks: 10%.
a Testing (incl. Medical)' off any: clerks: 28%.

s Laid ofifa single clerk threugh efficiency: savings (Including
machines): 10%

s An office procedures staff: 15%

NG correlation of technology <= management <> feminization of
firm
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Office Management Viovement

Office: manager never BEComeSs) executive

n 1929 sunvey off National Office Management
ASsociation mempers finds; that off 23 duties

Hirmng/dinng “clericals?, buying equipment and
settingl effice reutine: are topr duties
Contrellingl budeet and planning are hettom

LetfingwellinT 1930S) hemeans: |ow: status,
falure te attract anle men

s Remains office persennel supervisor

19-Jun-2004, BHC Technology versus Technocracy. 17



MY AGUMENnt

| founRd that
s Vachinessare ubiguiteus
s SCIEntific effice management IS rare

echnelogy Vs. Fechnecracy

x Vachines: may. e sulstitute o) ratienalization

s Efificiency, anad systematization: are: partially,
symbelic/ideclogical
Office managers are not the only seurce.

19-Jun-2004, BHC Technology versus Technocracy. 18



3 Science and Efficiency. were
Engineered In



No Chair Like This

For Speed in Work
For Health, Comfort,
Contentment

e Milwaukee Health-Comfort Chair surpasses in
y particular any similar chair on t
entifically correct in ev
undredsofofficeswh

sareastonishedatthegreatinereaseinwork
accomplish, as we
al improvement of these users. Employees are
hted with the ease, comfort, and restful re

THE MILWAUKEE
Health-Comfort
CHAIR

is a product of the Milwaukee Chair Co., for more
than 50 years makers of Milwaukee quality office
chairs. In every detail of design and construction this
new Health-Comfort Chair embodies thesame quality
(lm] ity that has won fame for Milwaukee O

L is not only superior and most practieal, but it

t built chair. Tt will give lasting satisfac-
tion from every standpoint.

L FEATURES

{5 Al ez and comers ace -
to prefest rmbling ac scca

ck pin to permit rai
i Diair seal.

crew for ad justing «
forward or backwar

hzc'h:toolﬁ for bookkeepers, draftsmen ;mﬂ lrlr[nhunr‘
operators, in the same styles and finishe

Read carefully the ten sp
full particulars regarding this wonder 5 atuatment of sem

The MILWAUKEE CHAIR

Executive Offices: 6606 Lake Shore Drive, Chicago

“It 1s new and scientifically
correct in every principle....

Scientifically designed after
years of experimenting....

Statistics show that this
amazing chair enables
employees to double the
work done ordinarily every
day....”

MILWAUI{EE Technocracy 20



0] d" In 4 Years of Free-Trial Selling

Only 3 NEO-LEUM Desk-Tops Came Back

/ TEN N HOUSANDS of firms have tested Neo-Leum under our

liberal 10-day trial offer. They have given these money-
! {VEO-I F UM saving desk tops the hardest tests their offices permitted.
| They have checked the ten advantages claimed for Neo-
ADVANTAGES Leum, point by point, under actual working conditions.
! : N _ They have decided for themselves, without anv salesman
Non-glaring, climinating eyestrain, . . . - -
nreventing fatigue and increasing to 1nﬂuence the (1!’:}(?1510“. “'hether or not '_\N'lff_}'-LELlﬁ'l fl.f,"tlla”}f‘

efficiency.  Ideal writing aurface, due

ta proper resilience. demonstrated savings far greater than its cost.
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American Insurance
Company Building,
Newark, New Jerse Ve
frrhr!r_r!e. John H.

Wilson - C. Ely.
Gencral Contractor:
Starrctt Bros., &
Eken, Inec. Sealex
Floors installed by
Newark Parquel
Flooring  Company.

They selected floorg lllm

employee efficiency
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Registered U, 5. f'ar. O,

Take the side walls and

UPPOSE you could take the side wall§ and roof right off your
factory building. What a flood of light would pour in!

Every manager knows the part light plays in the operating
scheme of industry. Good light is necessary to contentment, efficiency,
more and better work. Insuﬂit:lent light causes unrest, fatigue, spoil-
agé, discontent. '




By the old way, these 10 operations were necessary: By the Mennen way only Soperations are necessary:
Erecp razor ynskaved side of facs €
iy e i e e o L . olrdp TAPOT. i Ing uanecessary 28
:::I rJ;-:-.r:-:‘:‘rr. i':.::”. B, Shave 1..'45!'-]-:]. side of 1. Meppen's Shav- tather does nnt 4y )
Apply Iather to face, .,
Rub ko with fegers. ] : .

] i S LAY, i ter with brush. 5. 1"i"1'l|'|-l'!'I'I.J.I:"'l.--:r[|:|I:-:|It"".1.‘-"!"q
8 '_u\r‘j-ﬂﬁTt:}:ﬂc;t face. RN [ + Shave entlre face (re-
Teaewdried=up latheron i : o= o Sripping and re-Iether-

Compare the Old Way of shaving
Wltl‘l the Mennen Way

19-Jun-200%; 5T o100y VeIrsus e 0
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4: Viachine Salesmen
Usurped Roele of Consultant



STORIES OF A BUSINESS DOCTOR

[ THE BUSINESS SOMNAMBULIST
BY V. HUGO KALLMAN

'‘He turned on me with a glare’
(BEFORE)

(System, 1904)

"*Here is your day's work® | said”
(AFTER)




For Analysis—
THE CHEMIST

Any business can buy an outfit of the
test-tubes, retorts, beakers, filters,
acids, etc., etc., necessary for either a
quantitative or gualitative analysis.
Instead business executives seek spec-
ialized service in such matters, be-
cause the materials and equipment
mean nothing unless used with expert
knowledge.

The materials of which a shipping
package is made is of no more im-

[
portance than the brains and expe-
rience which go into its design.
Many can see what the box should
be made of —few can design and

manufacture the box exactly right.

~ the Package Engineer

A SHIPPING box isn’t “just a box.” It’s a means

A of holding—or losing— customers, of de-

creasing or increasing damage claims, of saving

labor or wasting it, of reducing freight expense
or paying needless charges.

In which class is your shipping box?

Let an H & D “P. E”— Package Engineer —
study your present methods and tell you how they
match up with the best modern practice. He will
bring to you the experience of a thousand ship-
ping rooms, plus his own first-hand factory-

He KnowsP

TS0 AL




business men
sell the products of

THE NATIONAL
CASH REGISTER COMPANY

“He Is an expert on
efficient business
machinery and its
application to modern
business problems.”

E SOMETIMES feel that the finest i #  business losses that spring from carelessness,
cts of The National Cash FH8 o lack of information, and temptation.

any are the men who : .
alj‘] over the world 15 £ Every man of them understands to the last

detail how National Cash Register products

many salesmen, but from find 3 stop these losses.
the thousands who apply to us each year only
N measure up to the standards this
SfZanization requires in its representatives.

Our representative who calls o you does so
in the sincere belief that the proper National
Cash Register equipment will protect and

They come from every line of business. And » inecrease your profits,
they carry back into their former fields the )
National Cash Register message of protection, =
“conemy, information and service.

He is an expert cn efficient business
machinery, and its application to modern busi-
ness problems,

There are more than 4800 of these men in all . N . .
P of the world., You will find him intelligent, courteous, and eager

Eo to serve. For only through service rendered—money
very man of them has learned to search out the suved—can he hope to succeed.

THE NATIONAL CASH REGISTER COMPANY

DAYTON, OHIO, AND PRINCIPAL CITIES THROUGHOUT THE WORLD
Modern machine systems for every business, priced from $60 up, in the U. 8. A. eChnocraCy




No business too large ortoo small —
Rand visible control shows
ihe facls at @ glance.

John Wanamake
Philadelph

is one of

class orga

using con abl
RAND equipmen

“Just a Second! There!—there are the facts.
Now you can decide.”

19-Jun-2004, BHC

—all the facts concisely in the least possible time; glance
down the panel holding RAND cards till you reach the
name you want, swing up the card just ahead—and there
are all the recorded facts. With RAND Visible-Card
Systems one clerk does the work of four. :

Technology versus Technocracy.
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Automatic Results Guaranteed

=....Acme Vvisible recoerds force thelr OWREers
10 (/se the fiacts - profit by them, save
moeney by them, stop Iosses) befere they.
get started....

Acme: a/vays deliversiwhat It promises. Its
succeessiul operation In yeur business will
pe autematic,..

(Acme Visible Records advertisement, 1932)

19-Jun-2004, BHC Technology versus Technocracy. 30



Guidelines for Index Visible card
system salespeople

Dent crticizer any. cClifent practice or;

fecommend radical reerganization or

INCENTIVE Pay.

x Shoew, ‘an expressed! faverable regardl fior
the executives and cempany.’

Poen‘t hang reund -

= ‘executive interest cannot be sustained
GVEI a prolonged period:.

19-Jun-2004, BHC Technology versus Technocracy. 31



Leffingwell Attacks QuUacks

| almost every: case, the:|[false purneyer: of
SCIENtIfic management]hasia pamnaces, a
SCHEME, F system, Whichrne claimswilliat
ence cure all thellls el the office, andiall e
@esires Isian eppertunity te: mstall* thrs
SysStem. ... WRIChIIS applied te) tiie efficeren
tiersame principlerthat a poKous plaster s
applied te the pack ofi a quack's patient.*

19-Jun-2004, BHC Technology versus Technocracy. 32



5: Dictating Inefficiency —
A Case Study.

adsosalesmen. o




Experts Praise Dictating
Machines

e moest nterestingldevelopment inirecent
VEars I CONNECHIORN WItnI COIEspeREUEnCe nas
EEN thE Intredlction eff the dictating macnine.
1S SCEpE!IS netyet appreciated:. Itisiikely e
pulk-almest as large as the telepnene: I BUSINESS,
I thefiuture.™

Galleway, LCee. OfficervVianagement: lits Prnciples and: Prastice. Reland
Press; 1919 (3 edition).

19-Jun-2004, BHC Technology versus Technocracy. 34
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PLANNING A CENTRAL TYFING DEFARTMENT

This is the floor plan of a fyping department deviaed fo grl Lho grenles efficiency

Technology versus Technocracy.
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Pictating Machines In Practice

Pictating Machines) Gperators accounted
o enly:12% of all StenegEPRErS at filimns

Using them.

Venry fiew firms had centralized all
stenegraphy.

19-Jun-2004, BHC Technology versus Technocracy. 36



“What's Wrong With
Shorthand?

e It’s the ‘ring and
wait’ system.

e If only she could
take it as fast as |
think.

e Out sick, so I have
to wait.”

19-Jun-2004, BHC

What's Wrong
With Shorthand?

Executives sayi—

Shorthand was a daﬂy drag

Now he finds it easy to keep in touch with his whole salesforce

Technology versus Technocracy. 37



Wiy Eirms; Purchased

“A sUper=salesman has, persuaded our
executives that' Ediphenes can e Uused
Rere at a saving), BUL my: machinge Is
g0oIng ack next week:.*

Purchased “for the sake ofi COnVERIENCE,
Se) that a man could dictate: at any. tine
that he wanted”

19-Jun-2004, BHC Technology versus Technocracy. 38



|mplications

Rethink assumptions aneut
a Prevalence off scientific effice’ management

a Connection of systematization, efficiency’ &
MachIRenRy.

LooK for different identities and Interests, Within
ranks of middie" management firem 19105
oRwarad

Preblematic nature of technicall claims to
administrative: expertise
s Computer gives sturdier basis for expert Power

19-Jun-2004, BHC Technology versus Technocracy.
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FPREHISTO

eviocl dO Jou belon {'O Q

IC MAN SCRATCHED HIS RECORDS ON THE The Ca,ve Man

WALLS OF HIS HOME AND ON THE T
OF THE ANIMALS WHICH HE KILLED

AND HORN=

" IV HE investigations of archaeolo-
pists in all parts of the world
fail to prove satisfactorily that

prehistoric man had any fixed or pre-

meditated idea of establishing or
preserving records, nor did he care to
communicate with persons at a dis-
tance. He lived in the dawn of reason
and progress and his life must have
killing

g ] 1z eaten.

He s he p i the earth

with tl bear and

the woolly rhinoceros. ]

exponent of the law of self-preservation.

chold use, and his only attempt at
record-making seems Lo have been the
carving of erude images and symbols
of a rudimentary nature on the bones
and horns of animals and on his cave
walls. Thes ings were laboriously
made with flint fashioned to a point.
After his earvings were made he took
little, if any, pains to preserve them.
» specimens that remain seem to
have preserved accidentally from
the ravages of ltime in naturally shelt-
ered places, discarded apparently with-
out t.lmught or care of what became of
them,

Through the Ages of Stone, Bronze and

Iron, when Man was emerging from

primeval chaos and becoming con-
scious of the first glimmering of «
he apparently took no thought of

se arecord of his achievements and

umulating knowl-

rawing and carving

grotesque outlines of the

things around ch his world re-

volved. Therefore, it is only on his

“...when Man was
emerging from primeval
chaos and becoming
conscious of the first
glimmering or order he
apparently took no thought
of preserving a record of
his achievements and
possessions, or
accumulating knowledge,
beyond the drawing of
crude and grotesque
outlines of the things
around which his world
revolved.”

-d ubility to draw and carve, perhaps for pastime, perhaps for a more serious
that he is entitled to a place in the chronology of Record-Keeping.

8
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(hat pemoc{ do L[OU bel ong fo <

Baby]onlan and
Assyrian Records

AN L TRt

THE MAKING AND FILING OF PUBLIC RECORDS IN A
BABYLONIAN OR ! AN GOVERNMI
AND THE CUNIF 100 OF W

T, T, S R VO T

> ECENT trmhlutmn-. of ancient

H thvle i rian records

1 lmt Lha n

ranking

yosited and

Ili]l‘! |"lf

C. there

lon a firm of bankers

ey J|}emtmn under the

name of * I]u* s of Egibi.”  This
firm dH.l.lllell

tha

] iginal dut ument w rll
it.  This dnt-
the recor

an extra fee, t
||r ken Mld the «

which the
was emplo
desk appear:
the chars

ts |l|||'1~« v

method of {llmn

The operation of signing documents with a
This is the antecedent of our prese
6

rubber stamp.

cut into a roller was also a common

“The illustration shows
clerks at work in an
Assyrian government
office... On one corner of
the desk appears a box of
styles with which the
characters were made on
soft clay tablets...

nocracy 43



({hat eriod do Y

[N EVERY INSTITUTION AND BUSINESS, RECORD-

KEEPING IS A HIGHLY IMPORTANT UNDERTAKING

AND SHOULD RECEIVE THE MOST CAREFUL CON-
SIDERATIUN.

able to offer every business and institution a

ou belong ‘['O 2

The Nerve-Centre of
Modern Record-Keep-
o ing Systems:

8§ YHE Head Office of J.||-P Of
Specialty I\Ianuf&.{:tl

pany, Limited, rated
Wellington Street West, Tumnl_o, The
building itself is a model of modern
construction and possesses what our
ancestors apparently thought super-
Huous in commercial buildings, abund-
ance of light and air.
Wellinglon Street is named in honor of
the Duke of Wellington, the hero of
Waterloo. Wellington Street West
might properly be termed of com-
paratively recent development, but the
ald part of the Street, more particularly
the neighborhood of Church, Welling-
ton and Front, has been the centre of
local interest and activity since the
founding of the City.

I't is the influence that emanates from
the office and the executive depart—
ments that determines the ¢
a business. Their knowledge mu
complete and authoritative. A s
business to grow along right and
healthy lines requires to be directed
Img to the dictates of proper
s. A large business can only be
rightly puided when the reins of
knowledge are available.
The influence of Office Specialty Sys-
tems is over many successful businesses
in Canada, furnishing the nerve centre
which enables it to meet situations
equipped with complete and accurate
records,

We have put many years of thought
and experience into the making of
g and recording devices. We
have nol spared time or money or
labor, and the result is that we are now
em of filing and record-keeping adapted

to its particular needs and representative Of the wery highest development of the art.

Wellington Street West,
Toronto - The Nerve
Center of Modern Record
Keeping Systems.

“The building itself is a
model of modern
construction and possesses
what our ancestors
apparently thought
superfluous in commercial
buildings, abundance of
light and air.”

hnocracy. 44



Women as % of Clerical Workers by Size and Type of Firm
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